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1.)  Complete the nine fields highlighted in yellow and the four fields highlighted in 
green below with the task’s current Fiscal Year (FY) quarter information as per the 
detailed instruction to follow.

RPMD – Quarterly Report Details

Highlight this field yellow
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Quarter’s Accomplishments

The Quarter’s Accomplishments section should 
convey a general attitude about task status.  

– Are you confident of completion or concerned 
about problems that have arisen? 

– Be honest in your assessment of the situation.

– It's extremely important that the reviewers of 
your task can get an overall impression of the 
progress in a short amount of time. 
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Quarter’s Accomplishments, cont.

Task Status Overview

• The specific task objectives for the quarter 

• The task deliverables for the quarter 

Progress

– What has been done toward each objective

– Whether the objectives were or were not reached

• One or two "main achievements" from previous reporting period.

– Provide details
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Expenditures

2. Complete “On Time,” “On Budget,” and “On Scope” details.
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Deviations and Budget Details

If the task status overview lists problems/challenges, here you provide details of 
these problems/challenges (either the obstacles in the previous period, the foreseen 
obstacles in the next period, or both). Also detail your planned contingency actions.

If no to on “On Time”
• Provide details about any deviations from the original work timeline

• Explain why these deviations were made or what happened

• Explain how these deviations effect(s) the task/project 

• Provide details of your planned solution

• Also note any planned future deviations and possible solutions
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If no on “On Budget”
• Provide details of overages

• Explain why 

• Explain effect(s) on the task/project

• Provide details of your planned solution

• Also note any foreseen budget overages and possible solutions

Deviations and Budget Details, cont.
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Deviations and Budget Details, cont.

If no on “On Scope”
• Provide details about any deviations from the original scope

• Explain why these deviations were made or what happened

• Explain how these deviations effect(s) the task/project 

• Provide details of your planned solution

• Also note any planned future deviations and possible solutions
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Next Quarter’s Tasks, etc.

Next quarter’s tasks, deliverables and due dates:

• List and describe each task planned for the next quarter
• Describe  each task deliverable and task due date
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